
APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS See Publication No. 76-PM--! for instructions on completing th is  form! Forward signed original to 
Department of Archives and History. Records Management Division. 330 Capitol Avenue, Atlanta. Georgia, 30334, 

FOR AGENCY USE 
wIKation Dm 

~ 

pplimion Numbw 

1. Ageny Address 

Department o f  Education 
O f f i c e  o f  I n s t r u c t i o n a l  Services 
D i v i s i o n  o f  Curr icu lum Services 
I n s t r u c t i o n a l  Assistance Sect ion 

FOR RECORDS MANAGEMENT USE 
h l i c a t i o n  Number 

. Dater of Series 
arliest Latest 

I Present 

5. Records Swim T i  lfollowed by title usd in office; if different) 

Basic  S k i l l s  Program F i l e s  

The Basic S k i l l s  Program, funded through the  Educational Consol idat ion and Improvement 
Act o f  1981, i s  responsib le  for developing a comprehensive and coord inated program t o  
improve educat ional  i n s t r u c t i o n  i n  the  bas ic  s k i l l s  o f  reading, mathematics, and w r i t t e n  
and o r a l  communication. 
(Elementary Secondary Education Act ) ,  T i t l e  I I .  

This  program replaces and cont inues work begun under the  ESEA 

. Record Series W i t i o n  This file contains the following documents lincluck form numbenand titles, ifany): 
Attach samples of the file. 

Documents relating to: 
admin is te r ing  the Basic S k i l l s  Program w i t h  l oca l  school systems a t  
the  s t a t e  l e v e l .  

lnduded are: 
request for proposals, proposals, complet ion reDorts (mid-term and 
annual n a r r a t i v e  summary), g ran t  awards, and r e l a t e d  correspondence. 

File is arranged: 
ch rono log ica l l y  by f i s c a l .  year; thereunder by grant .  

I. Monthly Reference Rm 
One to six months old 
twenty-five months and older 7 

I. Annual Rate of Acwmulmion of R-rdr 
Letter-size drawers : Legal4zc drawers ;shelves :Otkr  Iqoecifv) 1" 

How often are records referred to which are: 
; Sewen to twelve months old ; T h i i n  to twenty-four months old 

. - (0-d %--50-71. R.v. 76 . 



Y E S  I NO I 10. ant ionnr i re (~hce an "x" in the proper column) i 
a. Is th is  the official mpy of tk series? 

b. D w s  the series mntain confidential information requiring security handling? H yes. cite law or regulation. 
I f  not. where is it? X 

X 

X 
11. Retei 

c. Is this a vital racord? 
d. Does th is  series have hinorial or long term research value? 
c. When ont or two documents in the file make it mcessaq to keep the entire file for a long period, could them 

documents be died ukd sewate Iv? 
1. Isthe information rnntained in th is  series ever mb lirhed7 I f  yes. rttad, mov. 
9. i s ' t k  infoimation contained in th i s  seriesever analyzed and/or m o r ~  in a summarized report? 

h. Is there'a duplication of th i s  series in your office, or in another office or agency? 
If ver. attach cow. 

if yes. where? 
1. Ism is reries /or a- bn of iti r-med 7 

. .  
s the r e c q p  . ?  

:ion Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need years. 
c. Federallaw wars. f. Federal retention instructions ~ h y e a r s .  

Attach copy or ex& of laws or regulations. Explain dministrativF need. 

_I 

1 2  Approved D i i r i t i o n  lmtruaions This agency recommends that the file series be cut off at the end of each: 
0 Calendar Year; C4 Fiscal Year; 0 Other 

monthld & yearb). then 

then, 

Hold in the current files area 
0 Transfer to local holding area; hold 
0 Transfer to State Remrds Cmter; hold 
i3t Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other ISpecifyl 

yeark); then 
yeads); then 

These instructions apply to all prior and future accumulations of the serier. 

Recommendations in para- 
graph 12 n approved. 
(If dmpmwd.  amd, kmar 

I I I 
AR--50-71; R.r. 76 


